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QUYET PINH

Vé viée ban hanh quy trinh Quadn ly viin ban dén
ciia Truong Pai hoc Pong Thap

HIEU TRUONG TRUONG PAI HOC PONG THAP

. Cancir Quyét dinh s6 08/2003/0D-TTg ngay 10/01/2003 cia Thit twéng Chinh phi
Vé viéc thanh lgp Truong Pai hoc Su pham Dong Thdp, nay la Truong Dai hoc Dong
Thap;

, Can cir Quy ’ché"té' chitc va hoat déng ciia Truong Pai hoc Dé‘ng Thdp duwoc ban
hanh theo Nghi quyét sé 05/NQ-HDT ngay 28/7/2020 ciia H¢i dong Truong Pai hoc Dong
Thap;

Can ctr Quyét dinh 56 2542/0D-PHDT, ngay 14/11/2019 cua Trueong Dai hoc Péng
Thdp ban hanh Quy dinh vé 18 16i lom viéc tai Truong Dai hoc Dong T hadp;

Can cir Nghi dinh 30/2020-NP-CP ngay 05/3/2020 cia Chinh phy vé cong tdc van
thu;

Can cir Qtfyé’t dinh 56 21 25/QD-BGDPT, ngay 05/6/2018 ciia B¢ Gido duc va Pao
ban hanh Quy ché cong tdc van thu, luu triy ciia B¢ Gido duc va Pao tao;

Xét dé nghi ciia Trudng phong HC-TH, Tr ruong phong Dam bdo chdt luong.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh 1a “Quy trinh Quan 1y vin ban dén
cua Truong Dai hoc Déng Thép”, ma sb 02-QT.HCTH. ;

Piéu 2. Quyét dinh 6 hidu Iuc ké tir ngay ky.

Piéu 3. Trudng céac don vi Vé’ can bg, vién chirc thudc Trudng Pai hoc Déng
Thép chiju trdch nhiém thi hanh Quyeét dinh nay./ ///
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Quy trinh quan Iy vin ban dén

02.0T. HCTH
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Quy trinh quan 1y vin ban dén 02.0T. HCTH

1. MUC PiCH
Théng nhét viée quan ly vin ban dén dam bao kip thoi, chinh x4c, an toan, thuan
loi va dung quy dinh.
2. PHAM VI AP DUNG
Ap dung vao viéc quan ly vin ban dén cia Truong Dai hoc Pong Thap.
3. TAI LIEU THAM KHAO
- Nghi dinh 30/2020-ND-CP, ngay 05/3/2020 ctia Chinh phti v& cong téc van thu;
- Can cir Quyét dinh s6 2125/QD-BGDDT, ngay 05/6/2018 ciia B§ Gio duc va Dio

7

ban hanh Quy ché cong tac vin thu, luu trit cia B¢ Gido duc va Pao tao;
- Sb tay chét lwong Truong Pai hoc Pdng Thép;
- Can ¢t tiéu chuan ISO 9001:2008.

4. CHU VIET TAT

- Trudmg Pai hoc Pong Thép: Trudng PH DT
- Phong Hanh chinh — Tong hop: Phong HC-TH
- LD: Lanh dao
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Quy trinh quén Iy vin ban dén 02.QT.HCTH

5. NOI DUNG QUY TRIiNH
5.1. Luu d6 quy trinh

TT Trach nhiém Trinh tr cong viéce Tai liéu, mau biéu
Vin ban, HS dén
1 Vin thu Trudng Tiép nh4n vin ban dén
/
Xem xét, phan loai; c4p nhat vao phén
s Vin thr Truong mém QLVB; ldy sé cdng vin dén;
Scan, chuyén VB xir 1y trén CSDL
Phan ludng vin ban,
'3 | Lanh dao Phong trinh lanh dao duyét BMO01.QT.HCTH
HC-TH
Lanh dao Truong
giao don vi/ c4
4 Lanh dao nhéan xir v
' Van ban, HS dén
- trén hé thong
J/ Khéng dung chirc ning CSDL _—
. A Ui
Tra két qua theo y kién chi dao cta HH b
Lanh dao trén hé théng CSDL BM02.QT.HCTH |,
5 | Vin thu Trudong = Tl"J v
i 127
= ; Giao, nhan vin ban va HS
Vin thu Trudng. A
& Vin thu céc dén, thuc hién theo quy BMO3.QT.-HCTH
don vj trinh gidi quyét vb dén
5.2. Mo ta

- Vian thu Trudng tiép nhan vin ban dén tir céc ngudn;

- Sau khi tiép nhan vin ban dén, Vian thu kidm tra théng tin bén ngoai phong bi,
thuc hién phan loai;

+ Truong hop vin ban giri nhidm tén co quan, Van thu tra lai cho ngudi gui
hoéc nhan vién Buu dién.
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Quy trinh qudn Iy vén ban dén 02.QT. HCTH

+ Truong hop vian ban dén gui Truong, Vin thu mé phong bi, cip nhat vao
phin mém QLVB, doéng dau, vao sb vin ban dén; scan van ban va chuyén dén
trinh 1anh dao Phong HC-TH.

+ Trudng hop van ban déng dau “Hoa té¢” hodc “Khén”, Van thu cép nhat vao
phan mém QLVB, déng dau, vao sb vin ban dén; chuyén tryc tiép cho cho lanh
dao Phong HC-TH va chuyén ngay sau khi nhin dé dam bao vé mat thoi gian.
Truong hop da qua thoi gian yéu ciu, phéi ghi r5 thoi gian nhan vin ban trén b
thu va ghi chu trén phan mém E-office.

* Trudng hop vidn ban mat, Van thu xi ly theo Quy trinh tiép nhan, xir ly, ban
hanh va quan ly vin ban mat.

- Lanh dao Phong HC-TH xem xét ni dung, phén ludng van ban dén Lanh dao
Trudng giai quyét.

- Lanh dao Truong xem xét ndi dung van bén, chi dinh don vi hodc ¢4 nhan ¢é
trach nhiém giai quyét vin ban. '

- Van thu Trudng can cir két qua Lanh dao giao nhiém vy cho don vi hodc ca
nhén giai quyét vin ban trén phan mém E-office, 1am thu tuc giao, nhén vian ban
gidy tai by phan Vin thu . Trudng hop vian ban hda téc hodc can xir ly gap, Van
thu Truong dién thoai thdng béo t6i c4c don vi, c4 nhan lién quan dé kip thoi xtr
ly.

- Khi nhén vén ban tryc tiép tai bo phan Van thu, cic don vi phai ky nhan vao
s0 giao nhan vin ban.

* Trudong hop Lanh dao Trudng giao cho cic don vi khéng ding chirc ning,
nhiém vu co quan minh giai quyét, 1anh dao don vi chuyén tra lai van ban dé Lanh
dao Truong xem xét giao lai don vi giai quyét ding chic nang, nhiém vu.

6. HO SO LUU

[ TT Tén hd so Noi lvu Hinh thirc lvu | Théi gian Iuu

]

7. BIEU MAU AP DUNG

L TT , ___ Tén bidu miu M3 hiéu
01 Phi€u giai quyét vin ban dén BMO1.QT.HCTH
02 | S0 chuyén giao nhan van ban dén BMO02. QT.HCTH
03 | SO theo ddi giai quyét van ban dén BMO03. QT.HCTH j
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TRUONG PAI HQC PONG THAP CONG HOA XA HOQI CHU NGHIA VIET NAM

Djc lap — Ty do — Hanh phiic

PHIEU GIAI QUYET VAN BAN PEN

S0, ky hiéu van bén, trich yéu ndi dung:

....................................................

...........................

......................................................

...................................................

Y kién ciia Lanh dao Truong T

| Pon vi, cd nhan phéi hop: ... ..
§ V.S - ~ .
Y kién ciia Lanh dao don vi
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SO CHUYEN GIAO VAN BAN PEN NAM 202....

Ngay Sb Pon vi hodic Ky nhan Ghi cha
chuyén dén ngudi nhan _
(1) 2 ©)) ) ®)




SO THEO DOI GIAI QUYET VAN BAN PEN NAM 202....

S6 dén S6 ki higu, ngay thang, Donvihojec | Théihan | Tiéndé | S8, ki hiéu VB | Ghi chi
tac gia VB ngudinhin | gidi quyét giai tra 1oi
' quyét
(1) (2) 3) C)) 3 6 (7)




